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GUIDE FOR THE PREPARATION OF PROPOSALS AND THE 
OPERATION OF PROJECTS 


Science for Citizens Forums, Conferences, and 
Workshops 


|. GUIDE FOR THE PREPARATION OF PROPOSALS 


A. PROGRAM DESCRIPTION 


1. Program Goals 


The goals of the Science for Citizens (SFC) 
program are: 

e to make scientific and technical informa- 
tion and expertise available to citizens at 
the times and in the ways most useful to 
them, and 

e to increase the knowledgeable participa- 
tion of scientists and citizens in resolving 
major issues of public policy that involve 
science and technology. 


This guide describes SFC Forums, Conferences, 
and Workshops, an experimental program = in 
which citizens and scientists come together to 
educate each othe: about science-related policy 
issues. In addition, SFC has established a Public 
Service Science Residency and Internship pro- 
gram, which enables scientists and engineers and 
science and engineering studenis to undertake up 
to a year’s activities with citizen groups and other 
appropriate organizations in need of their exper- 
tise. The SFC program has also begun to plan the 
development of public service science centers and 
institutes, which are intended to provide ongoing 
support for citizens and scientists who wish to 
work together to achieve SFC goals. You can 
secure information about these latter activities by 
writing directly to SFC. 

We have tried to make this guide simple and 
self-explanatory. However, we recognize that 
some of its provisions and requirements may 
seem difficult to persons and groups who hz ve not 
previously applied for NSF or other Federal 
grants. SFC staff will be glad to advise and assist 
you. You may write or call at any time. Mail 


should be addressed to: Program Manager, Sci- 
ence for Citizens, National Science Foundation, 
Washington, D.C. 20550. Office visits may be 
made to Room 672, 5225 Wisconsin Ave., N.W.., 
Washington, D.C., preferably on an appointment 
basis. Telephone inquiries should be directed to 
(202) 282-7770. 


2. SFC Forums, Conferences, and Workshops 


Through the support of forums, conferences, 
and workshops involving scientists and citizens, 
SFC encourages activities that: 


e contribute to the development and public 
dissemination of facts, issues, and argu- 
ments about policy issues in which sci- 
ence and technology play an important 
part, and 

e help citizens to reach informed decisions 
and participate effectively in the policy- 
making process on these issues. The issues 
are expected to be matters of public concern 
that may affect people's daily lives in their 
roles as consumers, workers, family mem- 
bers, and community residents. 


3. Characteristics Desired in Forums, Confer- 
ences, and Workshops 

This section lists the characteristics that we 
expect SFC projects to have. In 1977 SFC provid- 
ed support for 19 projects for forums, confer- 
ences, and workshops ranging in cost from $2,900 
to $53,600 and in duration from 6 months to 15 
months. Appendix A to this announcement con- 
tains brief descriptions of some of these projects, 
which have the desired characteristics to different 
degrees. The descriptions are intended to give you 
a more concrete idea of what the following list 
means. 


SFC forums, 
should have the following characteristics: 


conferences, and workshops 


e The proposed activity should meet the 


needs of citizens and citizen groups that 
normally lack access to scientific and 
technical expertise. We are particularly 
interested in projects involving members 
of minority groups, the poor, and those 
with little formal education. 
Representatives of citizen groups should 
be actively involved in the planning and 
execution of the project. They and their 
members should not be merely passive 
recipients of information provided by sci- 
entists and other outsiders. 

The project should be part of a continuing 
program of activities that reaches out to 
citizens and citizen groups normally lack- 
ing access to scientific information, or 
should be intended to initiate continuing 
activities of this kind. 

The proposed activity should be focused 
on clearly defined policy issues in which 
science and technology play an important 
part. It should include specific plans to 
bring relevant scientific and technical in- 
formation to bear on the discussion of 
those issues. 

The proposed activity should lead to 
practical activities and decisions on prob- 
lems considered significant by the partici- 
pants and their communities. 

Procedures should be established to en- 
sure that all important points of view 
about the issues will be represented and 
that a balanced exploration of the full 
range of scientific, technical, political, 
and ethical views of the issues will result. 
Mechanisms that can help to ach‘eve this 
include co-sponsorship arrangements or 
representative advisory committees to 
help plan and execute the project. 

The proposed activity should involve new 
ways to achieve the constructive interac- 
tion of scientists and nonscientists in re- 
solving issues of public concern. 

The project should be suitably publicized. 
Events and outcomes should be recorded, 
follow-up activities should be initiated so 
that the results or conclusions are widely 
distributed, and measures should be taken 
to assess the success or failure of project 
activities. 


Support from the SFC program is for the pur- 
pose of better informing the public debate on poli- 
cy issues involving science and technology. This 
purpose may require applicants to undertake a 
wide range of activities to plan for and to follow 
up on actual forum, conference, or workshop ses- 
sions. These ancillary activities are also eligible 
for SFC support, and should be fully described in 
the proposal. 

The program will not support activities to pro- 
mote already-determined positions on policy issues, 
to promulgate specific dogmas, or to market parti- 
cujiar products or forms of technology. 

In accordance with the Joint Explanatory State- 
ment of the Committee of Conference of the U.S. 
Congress on the NSF Authorization Act for 1978, 
no award will be made to persons or groups re- 
questing support solely or principally for the pur- 
pose of intervention in any judicial or administra- 
tive proceeding by contesting any action or deci- 
sion before any court of law or Federal, State, or 
local executive agency or instrumentality. 


4. Criteria for Evaluating Proposals 


All formal proposals will be evaiuated in terms 
of the degree to which they demonstrate the char- 
acteristics listed in Section 3 above, and also in 
terms of the following more general criteria. Both 
sets of criteria will be provided to mail and panel 
reviewers. 


a 
at. 


Rationale. Are the project objectives clear 
and relevant to SFC goals as specified 
above? Has the proposer identified an 
important policy issue? Has the proposer 
demonstrated an adequate familiarity with 
the scientific and technological aspects 
and social implications of that issue? Does 
the need for the project justify the invest- 
ment of Federal funds? 

Plan of work and evaluation. Does the 
proposal offer a coherent and well-for- 
mulated plan of attack? Is the proposed 
approach practical and effective? Are the 
management and dissemination plans well 
conceived? Are effective procedures pro- 
posed for assessing the success of the 
project? 

Balance. Are there procedures to insure 
the presentation of diverse points of view 
about the issue? Do the participants tn- 
clude persons with an appropriate range 
of scientific and technical expertise and 


representatives of relevant interest 
groups? 

d. Personnel. Are project: personnel (staff, 
advisors, consultants, speakers, discus- 
sion leaders, etc.) adequately identified? 
Are their roles specified and justified, and 
is some assurance provided that they 
have agreed to participate? Are they 
well-qualified to carry out the tasks as- 
signed to them? 

e. Participants. Are the people to whom the 
project is addressed significant for SFC 
objectives. in terms of their character and 
numbers”? Do they include groups that do 
not ordinarily have access to scientific and 
technical information of the kind pro- 
posed? 

f. Impact. Is there evidence that the project 
is needed by the participants and will be 
useful to them? Will the project explore 
innovative approaches that might be 
transferred or adapted to other settings? 

gy. Costs. Are the costs of the project—sal- 
aries, fees, services, and other expen- 
ses—reasonable in terms of the tasks 
proposed? Does the budget reflect an 
wlequate understanding of the magnitude 
of the tasks? 

h. Institutional Resources. Can the sponsor- 
ing institution provide the services and 
conditions necessary to support the pro- 
posed activities? 

i. Overall Quality. Taking the project as a 
Whole, does it have high intrinsic merit? 
Are the proposed activities exciting and 
imaginatively conceived? Are they likely 
to be executed flexibly and responsively? 
Will the results significantly advance SFC 
objectives? 

5. Who May Apply 

You may apply if you are a bona fide citizen 
group; an educational institution (such as a col- 
lege. university, public library or museum); a pro- 
fessional or trade association or trade union; a 
unit of state or local government; or an organiza- 
tion which: (1) is operated primarily for scientific, 
educational, service, charitable or similar 
purposes in the public interest; (2) is not organized 
primarily for profit; and (3) uses all income exceed- 
ing costs to maintain, improve, and/or expand its 
operation. 

If your organization has never received an NSF 
award, or has not received one within the past 


two years, you should notify the Science for Citi- 
zens program about this fact in your preliminary 
proposal so that we may provide you with infor- 
mation necessary for your application. 


6. Review Procedures 


Preliminary proposals to the program will be 
screened by several members of the SFC staff. 
Based on this informal evaluation, some appli- 
cants will be encouraged to submit a formal pro- 
posal to the program and others will be discour- 
aged. Comments will be provided to preliminary 
applicants within four weeks after the deadline of 
March |. Whether encouraged or discouraged, all 
applicants will be free to submit formal proposals 
to the program and all of them will be reviewed 
similarly. Reviewers will not know which propos- 
als received encouraging or discouraging prelimi- 
nary responses. 

This preliminary screening will enable us to as- 
sist you in several ways. In 1977 almost 300 prelim- 
nary applications were received. The staff en- 
couraged between 70 and 80 of that number, and 
the program was able to fund only 19. Many peo- 
ple whom we discouraged decided not to invest the 
considerable time and effort it takes to prepare a 
formal proposal, and we did not need to arrange 
for the formal review of many proposals that 
would have had little chance of success. The pre- 
liminary screening will also enable us to suggest 
ways in which you can improve your formal pro- 
posals or to suggest other programs or agencies to 
which you may wish to apply. 

Formal proposals will be sent for review by 
mail to: 


@ scientists and non-scientists familiar with 
the particular issues that are dealt with in 
the project, as those issues arise in com- 
munities where the proposed activities 
will take place, and to 

@ people in those communities who are in- 
terested in the issues and who may pre- 
sent different points of view about them. 


To help the National Science Foundation rank 
the proposals, review panels will be convened. 
These panels will be composed of five to seven 
scientists and non-scientists knowledgeable about 
programs in which citizens and scientists work 
together on science-related policy issues. Panel 
members will also be selected to insure the repre- 
sentation of different points of view about the 
kinds of issues discussed in the proposats. The in- 


dividual reviews secured by mail will provide 
background information for the panel discussions. 

Final decisions on proposals to be supported 
will be made by the National Science Foundation. 
Normally, those proposals are given support that 
are determined by the review process to be of the 
highest merit. If program funds are insufficient to 
make awards to all meritorious proposals, we will 
attempt to distribute awards among those of sub- 
stantially equal merit by criteria such as geograph- 
ical region, type of sponsoring institution, and 
type of issue and participants. Special considera- 
tion will be given to applications from groups with 
minority and low-income memberships and other 
groups that lack access to scientific and technical 
information and resources. Science for Citizens is 
an experimental program, and the distribution of 
awards in this way is necessary to permit an ade- 
quate test of its effectiveness in the widest possi- 
ble range of circumstances. 


7. Access to Peer Review Information 


After final decisions have been announced, the 
Foundation will tell the proposer the reasons for 
its decision upon receipt of a specific request for 
this information. Verbatim copies of reviews, not 
including the identity of the reviewer, will be made 
available, along with other material relating to the 
decision. 


B. PREPARATION OF PROPOSALS 


1. Preliminary Proposals 


Your preliminary proposal can be in the form of 
a letter or other informal document, and should 
be no more than 5 pages long. It should indicate, 
briefly: 


a. the need for the project, and its objec- 
tives; 

b. the work plan - what specific activities 
are contemplated, who will be responsi- 
ble for them, and when they will occur; 

c. how and why particular topics, speakers. 
and participants will be selected; 

d. the results to be anticipated - a handbook 
or radio show, for instance, or ongoing 
community activities: 

e. plans for determining whether the project 
is achieving its objectives and whether 
the results are worthwhile; 

f. plans for project oversight to insure that 
varied interests are represented and dis- 
cussion is balanced; and 


g. the purpose and nature of the sponsoring 
organization or institution. 

You should also include a tentative budget and 
a brief statement of the qualifications of important 
project staff and consultants. If you have never 
received an NSF award, or have not received one 
within the past two years, you should be sure to 
say SO in your preliminary proposal. 

The deadline for submission of preliminary 
proposals ts March 1, 1978. All preliminaries re- 
ceived by that date will be acknowledged directly 
by the program and we will try to respond to 
them within four weeks. 


Two copies of the preliminary proposal should 
be sent directly to: 


SFC Forums, Conferences, and Workshops 
Office of Science and Society 
National Science Foundation 
Washington, D.C. 20550 


2. Formal Proposals 

No formal proposal will be considered unless a 
preliminary proposal has been submitted by the 
March | closing date. 


Your formal proposal should contain, in order. 
the following items: 


a. Cover Sheet 


A completed cover sheet should be used 
as the first page of each submitted copy 
of the proposal; use the form provided in 
Appendix B. The cover sheet should be 
signed by the proposed project director 
as well as the head or other authorized 
financial representative of your organiza- 
tion. (The project director is expected to 
be continuously responsible for the con- 
duct of the project and to be closely in- 
volved in the work itself. The financial 
representative is to provide organization- 
al approval for the obligation and ex- 
penditure of project funds. Small organi 
zations may wish to designate one person 
for both tasks.) 


Social security numbers (requested on 
the cover sheet form) are used by the 
Foundation to facilitate the receipt and 
processing of proposals, as well as to 
maintain award data. These numbers are 
solicited pursuant to the general authority 
of the Foundation under the NSF Act of 
1950, as amended. However, their sub- 


mission is voluntary and refusal to dis- 
close a number will not affect your eligi- 
bility for award. 


It normally takes the Foundation four to 
six months to process a proposal. You 
should take this into account in planning 
the starting date of your activities. Given 
our deadline of May | for fermal propos- 
als, it would be wise to plan on a starting 
date no earlier than October 15, 1978. 


Summary 


Use the form provided in Appendix C. 
You should state project objectives, out- 
line project operations, and describe an- 
ticipated outcomes. A brief description of 
your Organization and your co-sponsors 
or associates, if any, should be given. 
Some examples of project summaries are 
provided in Appendix A. 


Table of Contents 
Narrative 


The narrative must not exceed twelve 
double-spaced pages total, neither we nor 
our reviewers will be responsible for 
reading extra pages. You should consider 
whether all the questions and criteria list- 
ed in Section A above have been met and 
answered in the narrative, because re- 
viewers will be asked to evaluate propos- 
als using those criteria. The narrative 
should consist of the following sections 
in the order indicated: 


(1) Need 


(a) In this section you should des- 
cribe the issue(s) to be ad- 
dressed, and indicate why the 
proposed activities are needed 
and by whom they are needed. 

(b) The historical context in which 
the issue has developed and to 
which the proposed activities 
are addressed should be dis- 
cussed. What other activities of 
a similar kind have taken place 
in your area, and how does 
your proposal differ from them? 

(c) You should indicate why your 
organization is the appropriate 
sponsor for activities of the 
kind proposed. 


(2) 


(3) 


(4) 


(5) 


Objectives 

In this section you should list antici- 

pated results and specify how they 

will: 

e contribute to the development 
and public dissemination of 
facts. issues, and arguments 
about policy issues in which sci- 
ence and technology play an 
important part, and 

e help citizens to reach informed 
decisions and participate effec- 
tively in the policy making pro- 
cess on these issues. 


Project Design 

Here you should outline the pro- 
posed work plan for the project. 
You should specify the activities to 
take place, who will be responsible 
for them, and who, if anyone, will 
be supervising those responsible for 
them. Any sub-contracts should be 
described. Brief descriptions of the 
people responsible for important 
tasks should be given. Organization- 
al support for the project should be 
indicated. This section should form 
the basis for your timeline or list of 
milestones in section g. below. 


Product and Utilization 

In this section you should specify 
the products that will result from the 
activity, such as handbooks or radio 
shows, and the audiences these 
products are expected to reach. You 
should indicate the numbers and 
affiliations of persons expected to 
participate in the activities and those 
expected to be involved in follow-up 
or Ongoing activities after the project 
is completed. 


Monitoring and Evaluation Plans 

Hee you should discuss procedures 
to assure that all relevant points of 
view will be represented ir the pro- 
ject and that a balanced program will 
result. You should describe your 
plans for supervision and control of 
the project as it goes on, as well as 
for evaluating its overall success. 
The methods — questionnaires, inter- 


views, observations — that will be 
used for this evaluation should be 
specified. 

e. Budget 


Use the form provided in Appendix D: 
fill in the amounts in the left-hand col- 
umn of both pages. You should list the 
known costs of the various line items 
insofar as possible: give estimates only 
when it is impossible to ascertain actual 
costs. 

Do not include nonspecific items grouped 
as “miscellaneous” or ‘contingency 
funds."" Do not include items for any 
expenses incurred before the date of the 
award, such as staff time required to pre- 
pare the proposal or to make initial con- 
tact with potential speakers at a confer- 
ence. 

Your budget should reflect the narrative 
portion of the proposal, and vice versa. 
Explain or justify significant or unusual 
items in the text of the proposal. Add 
additional pages as necessary to explain 
particular budget items. 


If you will use funds from other sources 
for this project, you must identify these 
sources and provide an itemized budget 
for their expenditure to supplement the 
budget request to the Foundation. 


You may, if you wish, keep confidential the 
salary amounts for senior personnel by listing 
them separately. If you choose this option, you 
should substitute asterisks for the salary amounts 
in the budget and furnish the omitted information 
in a separate salary schedule with the following 
legend: “It is requested that the following salary 
information not be released to persons outside the 
government.” Any separate salary schedule with 
this legend will be considered confidential and 
withheld from release to the extent permitted by 
law. Whether or not you exercise this option, 
your budget should list the names of all senior 
project personnel, the amount of their time com- 
mitted to the project, and the total amount of 
their salaries for which NSF funding is requested. 

The cost of bringing participants to your fo- 
rums, conferences, or workshops, and the cost of 
supporting them during these activities, will be 
allowed if adequately justified. Estimated air 
fares, for project staff or for participants, should 
not normally exceed round-trip ‘et economy class. 


You can explain simple subcontracts - say. for a 
photographer to take pictures - in “Other Costs””: 
you should list complex subcontracts under ““Oth- 
er Costs,” and describe them on a separate budg 
et sheet. 

Your organization is entitled to receive an indi- 
rect cost allowance at a rate approved by the gov- 
ernment for the organization. If the rate for your 
organization has been established. it can be ob- 
tained from your business office, or from the NSE 
Division of Grants and Contracts (DGC). Appl 
cants who have never received an NSF award, oF 
have not received one within the past two years. 
should inquire about the information which must be 
provided to DGC in order to receive an award or 
establish an indirect cost rate. This information ts 
contained in Chapter HI of the NSF Grant Policy 
Manual. Pertinent pages of the Manual will be sent 
to those applicants who indicate their “new” status 
in their preliminary proposals. 

f. Timeline 
Use one page to provide a month-by- 
month schedule of all important project 
activities (*milestones”’). including mont 
toring and evaluation. Include your sched- 


ule for submitting progress reports and 
other reports to the Foundation. 


g. Personnel 


A brief biography should be provided for 
each person with significant responsibilt- 
ties in the project, detailed resumes may 
be submitted in an appendix. Where unu 
sual qualifications or responsibilities are 
involved, these should be discussed in 
the narrative. 

h. Information on Current or Proposed Pro- 
jects. 
You must list all current projects. in ad- 
dition to the proposed project, to which 
your senior personnel have committed a 
portion of their time, whether or not sala- 
ry for the person involved is included in 
the budgets of the various projects. In 
clude the tithes and dates of current 
grants or contracts, the source of funds, 
annue'! budget amounts, and the amount 
of time (in person-months) devoted to 
each project by each of the senior per- 
sonnel. 


Provide similar information for all other 
proposed projects which are now being 


considered by. or which will be submit- 
ted in the near future to, other possible 
sponsors including other National Sci- 
ence Foundation programs. Concurrent 
submission of a proposal to other organi- 
vations will not prejudice its review by 
the Foundaiion. 

Information on Sponsoring Organization 


A brief description should be provided of 
your organization or institution, and of 
any co-sponsors or other organizations 
closely related to your proposed project, 
covering the following points: 


(1) Principal goals. 

(2) Number of years in existence. 

(3) Size of current membership (if any) 
and qualifications for membership (if 
any). 

(4) Approximate size of annual budget 
and principal sources of funds. 

(5) How and by whom policies are de- 
termined and activities are super- 
vised. 

(6) Tax status—and specifically, whether 
your organization has secured tax 
exemption under the provsions of 
the U.S. Internal Revenue Code or 
any comparable state code. 


Appendixes 


You may wish to ad. supporting matertals 
in appendixes to your proposal, for fur- 
ther clarification of your narrative. 
However, reviewers will not be expected 
to consider such material with the same 
care us that presented in the narrative. 


C. SUBMISSION OF FORMAL PROPOSALS 
1. Closing Date 
All formal proposals are due at the Founda- 
tion on or before May 1. You are cautioned 
that the late arrival of a proposal may ex- 
clude it from consideration for award. 


2. Submission Procedures 


You must submit: 


b. 


Sixteen (16) copies of the complete pro- 
posal. 

They must be double-spaced throughout 
and typed on 8 1/2°° x 11 paper. 

Pages should be numbered at bottom 
center. 


d. The original, signed Cover Sheet is your 
letter of transmittal. If you wish to in- 
clude other letters of transmittal, sup- 
porting letters, institutional forms, etc., 
attach them at the end of the proposal as 
appendixes. When placed over the Cov- 
er Sheet, they delay processing and in- 
crease chances for error. 

e. Staple proposals, assembled in the order 
indicated above, in the upper left hand 
corner. Do not use other kinds of bind- 
ing. 

f. Wrap proposals securely, in a_ single 
package. for mailing or delivery. 

g. Mail the proposal with the original 
signed Cover Sheet and 14 complete 
copies to: 

Central Processing Section for 
SFC Forums, Conferences, and Workshops 
National Science Foundation 
Washington, D.C. 20550 

h. Mail one copy of the formal proposal 
directly to: 

SFC Forums, Conferences, and Workshops 
Office of Science and Society 
National Science Foundation 

Washington, D.C. 20550 


i. Toreceive acknowledgment of the arriv- 
al of your package at the Foundation, 
you should cut out two postcards from 
the back cover of this guide, fill them in 
to identify the proposal, address one 
card to the project director and the other 
to the official authorized to sign the 
Cover Sheet, and attach them firmly to 
the original, signed Cover Sheet. When 
the package arrives, the date of receipt 
and an assigned Proposal Number will 
be stamped on the cards before they are 
returned. Thereafter you should refer to 
this Proposal Number in correspondence 
about it. If receipt is not acknowledged 
within three weeks of submission, call 
the Central Processing Section at (202) 
632-4120. 


3. Confidential Aspects of Proposals and 
Awards 


When a proposal results in a grant, it becomes a 
part of the record of the Foundation’s transac- 
tions, available to the public upon specific re- 
quest. Information that the Foundation and the 
grantee mutually agree to be of a privileged nature 


will be held in confidence to the extent permitted 
by law. Therefore, any information that you wish 
to have the Foundation consider as privileged 
should be clearly marked as such, and sent in a 
separate statement, two copies of which should 
accompany the proposal. 

A proposal that does not result in a grant may 
be retained by the Foundation. Such a proposal 
will be released only: (1) with the consent of the 
proposer: or (2) to the extent required by law. A 
proposal may be withdrawn at any time prior to 
final action by the Foundation. 


4. First Time Applicants 


If your organization has never received an NSF 
award, or has not received one within the past 
two years, you should furnish the following infor- 
mation to the NSF Division of Grants and Con- 
tracts (DGC) when you submit your formal pro- 
posal: 

a. An Assurance of Compliance with NSF 
Regulations under Title VI of the Civil 
Rights Act of 1964 (See Section 5. be- 
low). 


b. Identification of the Federal Negotiating 
Agency which has approved your organi- 
zation’s indirect cost base anc rate(s) and 
the date of the most recent negotiation. 
lf your organization does not have a 
Federally-approved indirect cost base and 


rate(s), you should get in touch with 
DGC in order to submit an indirect cost 
proposal. 

The Assurance and indirect cost proposal 
should be accompanied by other information the 
Foundation requires to assure itself that grantees 
are fiscally responsible agents. Chapter Il of the 
NSF Grants Administration Manual describes 
these requirements. Pertinent pages of the Manual 
will be sent to those applicants who request them. 


5. Assurance of Compliance with the Civil Rights 
Act 

NSF regulations require organizations which 
receive awards to file with the Foundation an 
Assurance of Compliance with Title Vi of the 
Civil Rights Act of 1964. 

If your organization has already submitted an 
Assurance Form, it covers all proposals subse- 
quently submitted by any department or other 
unit of the organization. Individual Assurance 
Forms are not necessary for each application oF 
for each proposal. 

lf your organization has not already submitted 
an Assurance Form, you may obtain the neces. 
sary materials and information by writing to the 
Foundation’s Division of Grants and Contracts. 
The required Assurance Form, when completed 
by your organization, should be submitted to the 
Division of Grants and Contracts. 


ll. GUIDE FOR PROJECT OF'ERATION 


A. GENERAL INFORMATION 
1. Introduction 


The purpose of this part of the SFC guide is to 
provide project directors with information about 
grant administration and project management. If 
you receive an award, you will receive a formal 
award letter. This letter, with its attachments, sets 
forth the basic policies and procedures for grant 
administration. Within the conditions outlined in 
the award letter, this guide governs the operation 
of the project, including the preparation and sub- 
mission of required reports. 

This guide ts not complete, however. Grantees 
should also obtain the NSF Grant Policy Manual 
and subsequent addenda in order to become fa- 
miliar with Foundation requirements and, in par- 
ticular, its fiscal procedures. You may order the 


Manual and subscribe to the updating service by 
writing to the Superintendent of Documents. 
Government Printing Office, Washington, D.C 
20402. You should request the NSF Grant Policy 
Manual, NSF 77-47, and enclose a check or mon 
ey order for $12.00 with your order. 


The following two points are most important 
und should be carefully noted: 

@ A grant is made in support of a project as 
presented, reviewed and recommended 
for award in the approved proposal. 
Therefore, it is to be carried out in con- 
formity with that original plan. Mayor 
changes in project duration, activities, of 
personnel must be requested in writing by 
your organization and cannot be made 
without prior NSF approval in writing. 


e Unexpended grant funds not committed 
for allowable costs on or before the expi- 
ration date of your project must be re- 
ported on your final fiscal report and must 
be refunded to NSF. 

During the course of your project the SFC staff 
will be glad to provide additional information. All 
correspondence should be initiated by the project 
director and include the appropriate grant num- 
ber. 

2. Obligations 

The responsibilities of the project director and 
of SFC staff relate primarily to the activities su>- 
ported by the grant. Each is expected to cooper- 
ate with the individuals and administrative units 
responsible for handling fiscal and procedural 
matters for your organization and for the NSF. 

By endorsing a proposal requesting NSF sup- 
port, the authorizing official of your organization 
commits the organization to the following: 


a. the proper conduct of the project: 

hb. the prudent management of Federal 
funds provided by the grant: and 

¢. appropriate oversight of project activi- 
ties. including prompt submission of re- 
quired reports. 


3. Relationship with News Media 


Following receipt of an award, project directors 
may want to prepare a local news release to in- 
form the public of the forthcoming project. Later, 
when the activities are underway, other releases 
may be in order. Project directors should cooper- 
ate with news media to the maximum extent they 
consider appropriate. The SFC staff will appre- 
chite receiving news clippings and the results of 
other publicity about the project. 


B. CONDITIONS FOR PARTICIPANTS 

In accordance with established NSF policy and 
implementation of the provisions of the Civil 
Rights Act of 1964, the Foundation requires that 
all brochures and other publicity designed to at- 
tract participants to an NSF project and inform 
them about it, carry the following statement: 


In the operation of this project and in se- 
lecting individuals for participation in it, 
(name of organization) will not discrimi- 
nate against any person on the grounds of 
race, creed, color, sex, or national origin. 


Funds in the approved budget which have been 
allocated for stipends to participants may not be 


used to cover other operating costs. However, 
other operating funds may, at the discretion of the 
project director, be used to support additional 
participants. Any major change in the number of 
participants must have prior NSF approval from 
the SFC program manager. If fewer persons parti- 
cipaie than expected, the funds used should be 
reduced accordingly. 


C. CONDITIONS FOR THE PROJECT 


Operating within the policies and procedures of 
your own organization and these guidelines, the 
project director is responsible for management of 
the project and preparation of the required re- 
ports. These responsibilities include supervision 
of staff members associated with the project. au- 
thorizing expenditures of project funds, and main- 
taining liaison with SFC program staff. 


1. Correspondence 

The project director must sign all correspond- 
ence with NSF regarding the operation of the pro- 
ject and any requests for approval of a proposed 
modification of project plans. The authorized in- 
stitutional representative must also endorse re- 
quests for approval of major changes. 

All NSF correspondence pertaining to an SFC 
grant will be addressed to the project director, 
except that accounting forms and inquiries about 
other fiscal matters will be sent to the business 
officer or authorized institutional representative of 
your organization. 


2. Duration of Grant 


The grant period specified in the award letter ts 
that span of time during which the objectives of 
the project are to be achieved and the grant funds 
are available for obligation. This period ts inten- 
tionally !onger than the duration of your proposed 
project to allow time for the preparation of re- 
ports after your activities are concluded. The 
grant becomes effective on the date specified in 
the award letter and expizes on the date given in 
that letter. All commitments of funds must be 
made within the grant period. 


3. Site Visits 


In order to maintain close contact with activi- 
ties supported by NSF, members of the SFC staff 
or Advisory Committee will visit each project that 
is given support. You will be notified in advance 
of any such visit. The visits are intended to be 
constructive — to help us evaluate the success of 
our experie -ntal program and to help you solve 


any problems in your relationships with NSF — 
and interruptions of your activity will be kept to a 
minimum. 


4. Evaluations 


The Foundation may, as a part of its own pro- 
gram evaluation activities, arrange for indepen- 
dent third parties to carry out evaluations of se- 
lected projects. You should be prepared to coop- 
erate with any evaluators retained by the Founda- 
tion, to help them analyze both the consequences 
for your institution and the public impact of your 
project. 


D. CHANGES IN PROJECTS 


Although the grant budget itemizes operating 
costs, the project director is permitted to transfer 
items within categories when necessary for effec. 
tive project operation. However, these changes 
must be consistent with basic NSF policies and 
procedures described both in this guide and the 
award letter. The following changes in particular 
must be reported immediately for approval by the 
SFC program manager. 


1. Change of Project Director 

if a change of director becomes necessary. the 
continuation of the grant will be subject to review 
by NSF. since our assessment of the project's 
merit was based in large part upon the profession- 
al stature and extent of personal involvement of 
the original project director. If a project director 
relinquishes active direction of the project and is 
not replaced, NSF support of the project will 
terminate. 

If a change in project director is contemplated, 
approval of this change by the SFC program mana- 
ger must immediately be secured in writing. The 
name of the nominee must be provided, accompa- 
nied by a brief biography, plus the signatures of 
both the project director and the authorized insti- 
tutional officer. 


2. Change in Grant Period 


Any request for an extension of the grant 
period without additional funds in order to com- 
plete work required under the grant must be initiat- 
ed in writing by the project director af least 45 
days prior to the expiration date and countersigned 
by the authorized institutional representative. Our 
approval must be secured in advance of any modi- 
fication that significantly changes the period of ac- 
tivity from that indicated in the original proposal. 
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3. Change in Pr xject Personnel or Activities 

The SFC program manager should be notified 
immediately if significant changes in project per- 
sonnel or activities occur. Advance approval 
should be secured for any major modifications of 
the activities indicated in the original proposal. 


E. PROJECT REPORTS 


All project directors are required to submit in- 
formal quarterly reports to the SFC program. 
These reports — which may be in letter form — 
should summarize accomplishments during the 
preceding three months and indicate and explain 
deviations from the schedule given in the original 
proposal. We will appreciate receiving copies of 
all publications. releases, and other important 
material produced during each period. 

Final reports are due within 90 days after the 
expiration of your grant. We prefer the submis- 
sion of the two required reports in a single pack- 
age. You may, however, submit the Final Techni- 
cal Report separately. The final reports are to be 
submitted directly to the NSF Division of Grants 
and Contracts and not to the SFC program office. 

1. Final Technical Report 


The Final Technical Report is to be submitted 
in two copies. The purpose of this report is two- 
fold: it provides a factual account of the project 
and an assessment of the effectiveness of the ac- 
tivity and of the NSF program through which the 
project was supported. Both of these aspects are 
important to NSF in program evaluation and plan- 
ning. 

In preparing this report please be frank in dis- 
cussing all aspects of your project and the SFC 
progr a, either favorably or unfavorably. A care- 
ful, unbiased critique with suggestions for fuiure 
improvement, even though it has negative as- 
pects, will be regarded positively by NSF in our 
consideration of any future proposals you may 
submit. 

There is no standard form for this report: a nar- 
rative account is preferred. {t should include, if 
necessary, pertinent material from earlier reports. 
It should be typed on 8 1/2" by IT” paper, un- 
bound but stapled in the upper left-hand corner. 

You are urged to include the following kinds of 
information in the report: 


Factual information 


Disinibticen of announcements 
many and to whom). 


a 
af. 


° jhow 


e Number of inquiries and completed ap- 
plications (Gf appropriate). 
Method of participant selection. 

e List of advisors (if applicable), indicai- 
ing thos: who actually attended com- 
mittee Meetings. 

e Roster of participants, including if pos- 
sible name, institutional position, and 
address. 

e Description of new, unique or modified 
procedures not covered in the original 
proposal. 

e Outline of activities, if different: from 
those originally proposed. 

e List of materials and publications pro- 
duced during the project. 

e List of follow-up activities generated by 

the project. 

Photographs of participants at) work 

(preferably 8° x 10° glossy prints). 

with appropriate captions identifying 

subject. place. and persons, if: availa- 
ble. 


h Project evaluation 
@ Features of the project that were espe- 
cially effective, in terms of the list: of 
desired characteristics in part [| of this 
program guide. 
e Problems encountered and methods of 
solving them. 


e@ Changes that would have made the 
project more effective. 
e fstimate of the general effect of the 


project on the advisors and partici- 
pants, and on their subsequent activi- 
lies. 
e Estimate of the effect of the project on 
your institution or organization. 
An elaborate and expensive printed report is 
not desired and should not be charged to NSF 


funds. Copies of project materials and publica- 
tions should not be included in the Final Techni- 
cal Report; they should be sent directly to the 
SEFC program. 


2. Summary of Completed Project 


Please use the form and follow carefully the 
instructions contained in Appendix E. Note that 
this summary may be used by NSF to answer 
inquiries regarding the project from nonscientists: 
therefore, it should be self-contained and should 
be intelligible to members of the general public. 


F. PUBLICATIONS 
1. Acknowledgment 


An acknowledgment of NSF support must be 
made in connection with the publication of any 
material based on or developed under a project 
supported by NSF, to the effect that: “*This (ma- 
terial) was prepared with the support of National 
Science Foundation Grant No. (00).~ 

2. Disclaimer 

Any materials, books, monographs, proceedings 
of symposia, or similar publications supported by 
an NSF grant must contain a statement, imme- 
diately following the acknowledgment, that con- 
veys the following meaning: **Any opinions, find- 
ings, conclusions or recommendations expressed 
(herein) are those of the author(s) and do not nec- 
essarily reflect the views of the National Science 
Foundation.” 


3. Copyright 


In order to assure the widest possible public 
distribution of materials produced as a result of 
SFC Forums, Conferences, and Workshops, they 
may not normally be copyrighted. Exceptions to 
this policy must receive advance approval from 
the SFC program manager. 


APPENDIX A 


Science for Citizens Forums, Conferences and Workshops 
Summaries of Selected Projects 


The folowing summaries describe some of the 19 grants for forums, confer- 
ences, and workshops that were made by the Science for Citizens program in 
1977. Each of them has only some of the characteristics we seek in this kind of 
activity, and none of them should be treated as a model. They are intended 
only to suggest the range of activities which received support, and to help you 
in writing your own project summaries. 


Conference on Home Construction on Shrinking 
and Swelling Soils 

Wesley G. Holtz 

American Society for Civil Engineers 

New York, New York 

The Expansive Soils Research Council of the 
American Society of Civil Engineers is going to 
conduct a two-day citizens conference in Denver 
to increase the awareness of home-buyers and 
home-owners, local government agencies, the 
financial community which provides funds, the 
insurance industry, and other persons associated 
with the home-buying and home-building indus- 
tries, of the potential hazards of swelling and 
shrinking soils in Colorado. The conference will 
describe the expansive soil problem and its sig- 
nificance in Colorado and the costs of swelling 
soils to consumers. It) will discuss legal con- 
siderations, appraisal techniques, education of 
home buyers, and citizen impact on policy deci- 
sions. The conference proceedings will result in a 
“state-of-the-art” paper to be presented at an 
ASCE national meeting to apprise the engineering 
profession of public concern regarding the haz- 
ards of expansive soils as they affect home build- 
ing. Conference information for the general public 
will be disseminated through newspapers and the 
electronic media. A 6-page pamphlet on the prob- 
lem prepared for the public will be disseminated 
without charge through an appropriate state agen- 
ey and made available to libraries. 

The cost of structural damage to American 
homes. buildings, roads, and pipelines caused by 
shrinking and swelling soils amounts to more 
than two billion dollars per year. The public 
should be made aware of the need to mitigate this 
damage. which may be found in as much as a 


quarter of the country. The proposed ASCE con- 
ference will meet this need. 


Conference on Surface Mine Blasting and Public 
Policy in Appalachia 


Albert J. Fritsch 

Appalachia-Science in the Public Interest 

Jenkins, Kentucky 

With the advice of a steering committee repre- 
sentative of citizen, industry and government in- 
terests, Appal-SPI is going to conduct a two-day 
citizens conference designed to: (1) provide a fo- 
rum for discussing the current “‘staie-of-the-art” 
in blasting and techniques for the minimization of 
off-site vibrations: (2) increase the access of citi- 
zens to technical and scientific expertise relevant 
to the problems associated with the surface mine 
method of coal extraction, particularly as they 
related to blasting: and (3) initiate a continuing 
dialogue among Appalachian citizens, coal indus- 
try representatives, public interest groups, gov- 
ernment experts, scientists and technical person- 
nel concerning not only these matters, but also 
the development of a public coal policy which 
insures the integrity of the human and natural 
environment. Appal-SPI will also publish and dis- 
seminate to Appalachian citizens and citizens’ 
groups a factbook summarizing the scientific and 
technical information presented at the conference. 
The factbook will include a listing of individuals 
concerned with surface mining technology and its 
impact on people residing near strip mines, and 
willing to assist the conference participants in the 
attainment of the third objective. 

At a time when increased coal consumption ts 
being advocated as a national energy possibility, it 
is desirable to develop a public coal policy based 


on an understanding of the scientific and techno- 
logical options that insures the integrity of the 
human and natural environment. This is particu- 
larly true in Appalachia, where more than 30 per- 
cent of the nation’s coal is extracted by surface 
mining. 

Community College Workshops on Solar Energy 


Barbara F. Mertes 
Chabot College 
Livermore, California 


Chabot College-Valley Campus, in cooperation 
with the Lawrence Livermore Laboratory. will 
conduct a series of five community-coordinated 
solar energy workshops. The immediate objective 
of the series is to impart information about solar 
energy to: (1) architects, builders and contractors: 
(2) government officials at both the local and state 
levels; (3) representatives of lending and funding 
agencies: and (4) homeowners, so that these 
groups will be able to deal better with their mu- 
tual and specific solar energy-related problems. In 
the process, they also hope to develop a replica- 
ble design for future programs dealing with scien- 
tific and technological issues underlying local and 
national public policy. 

The initial plenary session will be addressed by 
a nationally-known keynote speaker, who will set 
the tone and style of the program. Following this, 
each of the four target groups will meet with a 
‘‘workshop leader.” who will be a_ scientist 
knowledgeable in the area of concern, to help 
plan for one of the four remaining workshops. 
Each of these follow-up workshops will be 
chaired by the ‘“‘workshop-leader”™’ and have avail- 
able to it the expertise of a panel of four special- 
ists in the areas of greatest interest to the target 
group. Participants will be provided with a work- 
shop study = packet’ ~—s containing ~— materials 
appropriate for the meetings they attend. All 
packets prepared for the series will be accessible 
to the general public through distribution at public 
and college libraries. Assistance in planning for 
the series will be provided by a Citizens’ Advi- 
sory Board, whose members will be drawn from 
the citizenry of the three communities composing 
the project target area. 


Hispanic Education Conferences on Scientific Prin- 
ciples Basic to Health Care 


Luis Lugardo Rodriguez 

Comite de Trabajadores para 
Ayudar al Consumidor, Inc. 

Santurce, Puerto Rico 


The Workers’ Committee to Help Consumers. 
Inc., will sponsor a major conference. a series of 
leadership training conferences, and a series of 
plant and community-level presentations directed 
at developing understanding of  science-related 
health policy issues among the membership of 
trade unions and organizations of Jow income 
families in the Hispanic community of Puerto 
Rico. Subject areas to be covered are: (1) quality 
of health care in Puerto Rice, (2) purchase of pre- 
scription drugs, (3) preventive care. and (4) propos- 
als for containing costs and ensuring quality. This 
program is expected to provide a basis for indivi- 
duals to improve their health status and for groups 
to participate more effectively in public policy de- 
cisions. After evaluation, the sponsoring organiza- 
tion will consider expanding the program to reach 
additional people or cover additional subject areas. 

The Comite de Trabajadores para Ayudar al 
Consumidor, Inc., incorporated in 1976, ts spon- 
sored by the International Ladies Garment Work- 
ers Union of Puerto Rico. It is a non-profit organt- 
zation, whose educational arm, the Center for 
Consumer and Environmental Justice. Inc., will 
administer this grant. The Comite has the objec- 
tive of providing research and educational serv- 
ices to its membership of trade unions and com- 
munity organizations. Media materials will be 
developed by Cooperativa Producctones Artisti 
cas, La Coa, a nonprofit cooperative founded in 
1973 which specializes in puppet theater and edu- 
cational presentations for television. 


Citizen Conferences on Community Sewage Treat- 
ment Systems 

Michael Gravitz 

Environmental Policy Institute 

Washington, D.C. 


To help citizens to participate effectively in 
choosing community sewage treatment facilities. 
the Environmental Policy Institute (EPI) and the 
Clean Water Fund (CWP) will sponsor two region 
al conferences, one in the mid-Atlantic region and 
one in the West/Southwest. At these conferences. 
the costs, performances, health effects, and envi- 
ronmental impact of conventional and advanced 
waste treatment systems and sewage recycling 
systems will be discussed and debated by the par- 
ticipants and experienced enginecrs. Participants, 
chosen on the basis of community activities and 
commitments to organize similar conferences in 
their own states, will learn how to analyze plans 
for sewage treatment systems. The conference 


report will summarize the workshop experience 
and recommend ways to improve citizen partici- 
pation in this area. The report and all publications 
produced by the project will be sent to project 
participants and will be available to others at cost. 
EPI is a nonprofit environmental research and 
educational organization founded in 1974. CWF is 
also a nonprofit research and educational organiza- 
tion which aims at fostering clean water and sound 
water management. Funds for the work of both 
groups come mainly from government grants for 
specific projects and charitable contributions. 


Conferences on Energy Alternatives for Hawaii 

Patrick K. Takahashi 

University of Hawati-Manoa 

Honolulu, Hawan 

The University of Hawaii is going to conduct a 
general symposium, a series of island workshops 
and a general plenary session designed to: (1) raise 
the level of public consciousness and understand- 
ing of energy and energy-related matters: and (2) 
bring together the technical, decisionmaking and 
grass-roots sectors of the community to develop a 
state-wide public policy. First, a one-day informa- 
tional and discussion symposium for some 500 par- 
ticipants will deal with energy conservation con- 
cepts, energy alternatives, and technological trade- 
offs. The symposium will be followed by a series 
of workshops, each including at least 100 partici- 
pants, which will be held throughout the islands 
for the purpose of dealing with topics most rele- 
vant to their particular energy needs. These work- 
Shops will result in lists of citizen concerns about 
energy options for consideration by the State Leg- 
islature. Finally, a plenary session involving legis- 
lators, national leaders and business executives, as 
well as scientists and concerned citizens, will be 
held in mid-1978 to integrate the various inputs 
into What might constitute a desirable state-wide 
energy policy. 

Hawan has a rapidly expanding population. a 
heightened sense of citizen concern for the eco- 
system, a wide range of available natural energy 
alternatives—solar, wind, geotherma!, ocean ther- 
mal energy conversion, biomass—with an econo- 
my almost entirely dependent on petroleum. It is 
un appropriate s. . for studying the effect of in- 
creasing public understanding of energy/technolo- 
gy issues and obtaining grass-roots development 
of a public policy for energy that is based on ade- 
quate scientific and technological information. 
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A Forum on Science and Public Issues in the Wa- 
bash Valley 


Ralph A. Llewellyn 
Indiana State University-Terre Haute 
Terre Haute, Indiana 


Indiana State University-Terre Haute will con- 
duct a week-long public forum designed to address 
science and technology-related issues of major re- 
gional and national importance for citizens of the 
lower Wabash River Valley (for example, electrici- 
ty production, consumption, and costs: clean air 
and water regulations; the regional implications of 
expanded coal mining; and the role of local gov- 
ernment in decisions on such issues). By making 
available data, information and arguments con- 
cerning these policy issues through a variety of 
modes of interaction between scientists and non- 
scientists, citizens will be assisted in arriving at 
more informed decisions. A Public Advisory 
Committee (PAC) representing all components of 
the community will aid the project staff in planning 
the forum, particularly to identify the issues of 
greatest concern that will serve as its focus. 

The forum week will open with a “keynote 
meeting’ at Terre Haute, which will be telecast to 
meeting centers at Vincennes and Evansville. 
There will then follow a number of public discus- 
sions which will involve the area’s more than 30 
radio and 7 television stations and 1S newspapers. 
These discussions will take the form of public/ 
expert panel programs: interviews and TV appear- 
ances; radio talk and listener call-in shows: news- 
paper features; and conferences and addresses to 
service clubs and public organizations. The week 
will culminate with an evening conference at a 
large facility where hundreds can attend, based on 
the information provided by the week's activi- 
ties. A Forum Report summarizing the week's 
activities will be made available to participants, 
Valley government officials, and the media. Other 
interested parties can receive the Report at cost. 


Lexington Forums on Aging 


William R. Page 
Town of Lexington 
Lexington, Massachusetts 


The Town of Lexington, through its ion 
Aging Committee, will co-sponsor with erl- 
can Association of Retired People a [: ries 


on research on aging in late April and May 1978. 
The Lexington Senior Citizen organizations, the 
Lexington League of Women Voters, bio-medical 


and social scientists, and the Lexington churches 
and synagogues will help to prepare and partici- 
pate in the forums. 

Using an innovative form of **Town Meeting” 
adaptable to many other settings, the forum series 
will allow scientists and non-scientists of all age 
groups to interact. It will elicit diverse views 
about the ethical appropriateness of biological 
experiments to modify the rate of human aging: 
the appropriate priority of a national goal of ex- 
tending the healthy middle years of life; the social 
consequences of progress toward this goal; di- 
verse views on the likelihood and the consequen- 
ces of reversing certain forms of senility, of reduc- 
ing the frequency of major disabilities, and of in- 
fluencing the rate of human aging through nutrition 
and preventive medicine. The discussion will in- 
clude assessment of the rate of progress of 
biomedical research on causes of aging and ways 
in which that rate could be influenced. 

This project will help Lexington citizens reach 
informed decisions on issues relevant to aging. 
Greater understanding of science involved in 
human aging will give policy guidance to Lexing- 
ton citizens, Town Meeting Members and other 
elected officials in considering government ex- 
penditures for health and other human services. 


Energy Conservation in the Northwest: Conferences 
and Workshops 

Richard H. Watson 

University of Washington 

Seattle, Washington 


The University of Washington, in conjunction 
with several public and private organizations, will 
conduct a two-stage operation designed to en- 
hance public understanding of: (1) the Northwest 
electrical energy system; (2) energy conservation 
technologies; and (3) the options for effecting ac- 
tion on energy conservation at the individual, 
neighborhood, community and regionai levels. 
The first stage is a two-day conference of some 
150 to 200 participants, including engineers, scien- 
tists, policy makers and representatives of commu- 
nity organizations, who will consider various as- 
pects of electrical energy conservation and devise 
Strategies for communicating their information 
within community groups. The second stage will 
consist of a series of some 20 to 30 ‘“‘action work- 
shops’’ conducted by project staff and representa- 
tives of the organizations for which the workshops 
are held. These workshops, using materials devel- 
oped for and as a result of the initial conference, 


will explore the energy conservation issue and 
assist each group in designing its own response to 
the problem. 


Energy conservation is a major short- and long- 
term policy issue for the hydropower-based 
Northwest electrical energy system. While this 
project is designed for the Seattle metropolitan 
area, the modules produced for the conference 
would be largely transferable to other locales in 
the Northwest. 
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Summary of Completed Proyect (NSF Form 98A). lor reports to be deposited in the National Lechnical 
Information Service. Bibliographic Data Sheet (NTIS Fore. 35) should be used. 


SUMMARY 


The summary (approximately 300 words) must be self-contained so as to be intelligible to a 
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